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PERSONAL SPECIFICATION: 
North Berwick Coastal Community Connections (NBCCC) - Admin and Communications
Essential Qualities:

· Organisation Skills: Efficiently manage tasks, prioritise work, and meet deadlines.
· Communication: Excellent written and verbal communication skills.
· IT Proficiency: Skilled in using Microsoft 365 office tools, social media, and website management.
· Attention to Detail: Meticulous with data entry 
· Community Engagement: Passionate about engaging with community members.
· Event Coordination: Ability to assist in organising community events.
· Flexibility: Adaptable in a dynamic environment.
· Safeguarding Awareness: Familiarity with safeguarding principles - full PVG training will be given. 

Desirable Attributes:

· Experience: Previous experience in a similar role, preferably in a non-profit or community organisation.
· Graphic Design: Basic graphic design skills for promotional materials.
· Fundraising Support: Understanding of fundraising principles and support experience.
· Local Knowledge: Awareness of North Berwick Coastal Community.
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